
 

 
 

2023 French Quarter Festival, presented by Chevron, 

OPERATIONS INTERN – SPRING 2023 
 

TERM: January through April, 2023. Flexible hours with a mutually agreeable schedule, Monday through Friday.  

 

REPORTS TO: Operations Director (Andrew Woodruff) – apply by emailing Andrew@FQFI.org 

 

COMPENSATION: Un-paid Internship. Free parking provided. Lunch provided during festival days only.    

 

ROLE FUNCTION: French Quarter Festival is run by a non-profit organization team of eight individuals who are the 

leaders of their own respective departments. The Operations Department, led by the Operations Director, is in need 

of in office support at various times of year, and in relation to specific projects. The Operations Intern is an extension 

of the non-profit organization and the Operations Director, and plays a vital role in planning and preparing for French 

Quarter Festival. The role includes getting a comprehensive knowledge of the Operations Department, accomplishing 

a variety of production-related tasks, and coordinating with the valuable vendors and suppliers. The Operations Intern 

will be privy to private and confidential material and contracts, and is expected to act professionally in all matters. If 

working during the festivals, Intern will play a critical role during load-in and setup of the event.  

 

 The Operations Intern is expected to be punctual, professional, and efficient when working with Operations 

Director in-office or while completing tasks remotely. They should complete tasks thoroughly. 

 The Operations Intern will review and analyze pull sheets, maps, and documents for accuracy and errors. 

 The Operations Intern will help to prepare documents, marketing materials, pre-production support, and on-site 

assistance to FQFI’s brand new sustainability initiative ‘Geauxing Green ‘.   

 The Operations Intern owns and has comprehensive understanding of operations throughout the event via 

Operations Maps, Production Schedule, and Contact list of suppliers, vendors, and staff. 

 Intern spends a lot of time on their feet, reviewing the site for infrastructure errors, safety hazards, placing and 

adjusting signage, and other tasks as dictated in the production schedule and Operations Director. 

 Intern will also be responsible for driving golf carts on-site, on public streets, and within crowds, and must be 

comfortable doing so safely and patiently. 

 The Operations Intern will at times communicate directly with attendees as a representative of the festival 

organizers and/or the Operations Director, and must act with professionalism and discretion at all times. 

 

REQUIREMENTS: 

 Valid Driver’s License 

 Strong Organizational Skills 

 Strong Internal Time Management  

 Strong Communication Skills 

 Independent Decision Making 

 Working laptop computer  

 Ability to Lift up to 30lbs 

 Massive Attention to Detail 

 Strong Skills in Microsoft Office Applications and 

Google Drive Suite  

 
 

Qualified applicants may apply by sending a resume, cover letter to Andrew@fqfi.org, by Thurs. December 1, 2022. 

 

Applications will be considered on a rolling basis. 
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